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Books Reviewed 


Don't Bother to Come In on Monday: What 
to Do When You Lose Your Job—By Barbara 
Howell, St. Martin’s Press, New York, 147 
pp., $6.50 (Sept., p. 106). 

Doomsday Job: The Behavioral Anatomy of 
Turnover, e—By Dean B. Peskin, Amacon, 
New York, 162 pp., $11.75 (Oct., p. 68). 

Minicomputers: Low Cost Computer Power 
for Management—By Donald P. Kenner, Ama- 
con, New York, 199 pp., $13.25 (Sept., p. 106). 

Negotiator: A Manual for Winners, The—By 
Royce A. Coffin, Amacon, New York, 160 pp., 
$7.95 (Sept., p. 106). 

Right Man for the Right Job, The—By Philip 
Marvin, Dow Jones-Irwin Inc., Homewood, III., 
176 pp., $9.95 (Oct., p. 68). 

Security Procedures for Computer Systems— 
By Charles F. Hemphill, Jr. and John M. 
Hemphill, Dow-Jones-Irwin Inc., Homewood, 
Tll., 251 pp., $11.95 (Oct., p. 68). 


Data Processing 
Administration 


Advisory Committee Report Calls for Data- 
Bank Restraints—Views computer record keep- 
ing as social issue (A/Memo—Nov., p. 101). 

Computer Program for the Non-Specialist— 
Useful for personnel and other administrative 
data (A/Memo—May, p. 95). 

Computers Advance the Art of Text Editing 
—Make it an easier job and save money; by 
Steven J. Austreich, computer word processing 
center supervisor, Law Department, Port Au- 
thority of New York and New Jersey (AMS 
Report—Nov., p. 71). 

Computers as Ubiquitous as Electric Type- 
writers—Some statistics on their use (Editorial 
—Aug., p. 17). 

Computers: Is Bigger the Answer?—Trend is 
to decentralized, smaller systems; by Charles 
Cumpston, associate editor (Tools of the Of- 
fice—Sept., p. 37). 

CRT's Printers . . . Which Way to Go 
for EDP * Output—Peripherals ean be costly 
but may be justified; by Joan Zaffarano, as- 
sociate editor (May, p. 65). 

EDP's Increasi Sieve of the Budget— 
Managers must relate computer to profit and 
loss; by James L. Stratto, manager of sys- 
tems, Regional Data Center Federal Inter- 
mediate Credit Bank (Quote—Nov., p. 102). 

EDP Industry Needs Protection From Monop- 
oly—Industrial reorganization bill provides it; 


94 


by Philip A. Hart, U. S. Senator (D.-Mich.) 
(Quote—Aug., P. 84). 

EDP Organizations and Services—Help in 
transition from manual ~  eeeguanes system 
(EDPerspective—Nov., p. 

EDP Reference Services Provide Up-to-Date 
Information—Some sources of a EDP 
knowledge (EDPerspective—Oct., 14). 

Growing Market for Data Provscding Input 
Equipment—Keypunching on the way out 
(A/Memo—Sept., p. 109). 

How Effectively Managed Is Your EDP Cen- 
ter?—Questionnaire (Tools of the Office—Sept., 
p. 38). 

Industry Groups Keeping Pace—Committees 
to keep up with increasing EDP sophistication 
(EDPerspective—Aug., p. 14). 

‘Intelligent’ Terminals Process More Data to 
Relieve Main Frames—Advantages of sophisti- 
— terminals (EDPerspective—Sept., 
p. 50). 

Metric System Conversion—When it comes, 
it means changing both current and past 
computer information (EDPerspective—Mar., 
p. 16). 

More from Less with Virtual Memory—Ma- 
jor developments in EDP input and processing ; 
by si M. Coiner, contributing editor (Jan., 
p. 25). 

Optical Reading of Source Documents—the 
unfulfilled promise of OCR equipment (EDPer- 
spective—Dec., p. 18). 

Retailers Developing Standards for Computer 
Input—NRMA preparing for technological ex- 
plosion in computerization (EDPerspective— 
July, p. 66). 

Selling the Computer to Management—Top 
~_— must get involved (EDPerspective—May, 
p. 2 

Software Package Exchange—Time-saving 
new service (EDPerspective—June, p. 14). 

Time Sharing: Some Benchmarks—Points to 
check in selecting a service company; by 


James B. Baker and Keith S. Nottage, 


Lybrand, Ross Bros. & Montgomery (Feb., p. 
52). 


Time Sharing: Toy or Tool for Management?— 
Comparison of time-sharing services available; 
by James B. Baker and Keith S. Nottage, 
cae Ross Bros. & Montgomery (Jan., p. 

28). 


Used Computer Business—Doing well (A/ 
Memo—Oct., p. 101). 

Unmet Challenge of the Untamed Computer, 
The—Management fails to tap full potential 
of EDP; by Belden Menkus, featured contribu- 
tor (Sept., p. 32). 

What to Expect When the Mini Arrives—Suc- 
— depend on advance planning (July, 
p. ; 

Your Legal Rights to Software You Create 


and Buy—What does your contract say?; by 
David H. Greenberg, Esq., Gittler, Greenberg 
& Magee (Sept., p. 35). 


Editorials 


Abenteeism Treated Carelessly—Survey in- 
dicates need for policies to curb unjustified 
absence (Editorial—Jan., p. 17). 

Anti-Trust Suits and Computer Customers— 
Suits don’t foster competition; they threaten 
it (Editorial—Apr., p. 17). 

Band of Little Guys, A—Computer Industry 
Association — IBM and Ma Bell (Edi- 
torial—Oct., 19). 

Big Gains. i Productivity—White collar rates 
— overall U. S. figures (Editorial—Sept., 
p. 25 

Pt A An Idea from the Airlines—Non- 
smoking section for management conferences 
(Editorial—July, p. wel 

Computers as Ubiquitous as Electric Type- 
se statistics on their use (Editorial 
—Aug., p._17). 

Energy Crisis Could Change the Way We 
Run Our Offices—Energy conservation is a 
must (Editorial—Sept., p. 25). 

Funny Thin Happened to Carbon Paper on 
the Way to Its Renaissance—It’s coming back 
but in short supply (Editorial—Feb., p. 19). 

How Can Filing Be nadie costs so much 
(Editorial—May, p. 13 

How's Your QWL? Need for more than 
salary to keep workers happy (Editorial— 
Aug., p. 17). 

Little Perspective On That HEW Report 
“Work in America’, A—Controversial conclu- 
sions demand critical — by man- 
agement (Editorial—Feb., 19). 

Microfilm Industry Projects More Hopeful 
Image—New common sense approach to man- 
agement problems (Editorial—July, p. 13). 

New Association for Microfilm Managers— 
Office Microfilm Managers Assn. to be launched 
(Editorial—Nov., p. 23). 

Nominations Are Already Open for Next 
Year's Awards—How to nominate candidates 
(Editorial—Mar., p. 19). 

New Word Processing Magazine—Bi-monthly 
publication of Word Processing World an- 
nounced (Editorial—Oct., p. 19) 

Office Explosion, An—A/M report on word 
processing triggered a revolution (Editorial— 
June, p. 25). 

anties White Collar Workers—Unprece- 
dented numbers being unionized (Editorial— 
May, p. 13). 

*Placeless Postmarks'—Cryptic cancellations 
are a calamity (Editorial—Apr., p. 

Predictions for ee editor’: 'S crys- 
tal ball (Editorial—Jan., p. 

Reform Federal Pens * / 
recommendations A. Bankers Trust Co. (Edi- 
torial—June, p. 

When nll Sl Slug It ee can 
also be hurt (Editorial—Nov., p. 73). 

There Are Only Six ‘Offices of the 
Year’ This Time Around—Not enough innova- 
tive ideas (Editorial—Mar., p. 19). 


Financial Management 


Business Tightens Up on Credit—A/M survey 
on current credit policy (Nov., p. 26). 

Capital Expenditure Analysis: Key to Finan- 
cia .wiunagement—Important skill for the ad- 
ministrative manager; by Dr. Moustafa H. 
Abdelsamad and Dr. Eugene H. Hunt, both 
professors of business administration, Virginia 
or University (AMS Report—Oct., 


eo Share Bigger Profit Slice as Spur to 
Motivation—Trends in profit sharing plans 
(Mar., p. 48). 

Five Year Plan, « Year At a Time, A—Effec- 
tive planning to increase profits by balancing 
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actions for short-term gains and long-term 
goals; by Steve P. Ehrhardt, assistant vice 
et, Great National Life Insurance (Jan., 


Pp. 29), 
Heating or Cooling Without a Fuel Bill—Use 
heat from light, people, machines (Sept., p. 


Janagement Goties Fees—They’re rising 
(A/Memo—July, p. 87). 
dern Offices Are Not Expensive—Some- 
times it’s cheaper to move; by Albert Ruben- 
stein, president, Fleetwood Realty Co, (Quote 
—June, p. 90). 
Net Lease Can Save Money—Leasing spe- 
cialist explains how (A/Memo—June, p. 89). 


Managerial Overview 


After Everyone's Had His Job Enriched, Then 
What?—Total “human utilization” is = an- 
swer; by William N. Penzer, president, W. N. 
Penzer Associates (Oct., p. 20). 

Are Managers‘ Wives Happy?—Some only 
pretend (A/Memo—Apr., p. 97). 

Are Specialists Working for Overall Goals?— 
Steps to take to be sure they do (EDPerspec- 
tive—Apr., p. 14). 

Communication Lacking in Management 
Groups—Recommends individual achievement 
conferences; by Morris I. Pickus, chairman, 
Morris Pickus Associates (Quote—Oct., p. 102). 
5 ary? Recruiting—Trends (A/Memo— 

an., p, 87). 

EDP Leads Thirteen Most Popular Manage- 
ment Techniques—study by independent con- 
sultants identifies trends and quantifies rela- 
tive impact (June, p. 26). 

Exclusive Information—Withholding vital in- 
formation can affect organization’s future; by 
Bert Vorchhei ident, Vorchheimer & 
Associates (Quote—Aug., p. 84). 

Executive Health Programs—Detect early 
warning signals in high-stress management 
people (July, p. 18). 

Flexible Work Schedules—Increase produc- 
tivity and morale (A/Memo—Aug., p. 83). 

Four-Day Work Week—lIs it all it’s cracked 
up to be? (A/Memo—May, p. 95). 

Four-Day Work Week: Management Scores a 
Success, The—Case history; by Franklin M. 
McCorkel, president, Aggregates Equipment 
Inc. (AMS Report—Sept., p. 63). 

Global Administrator, The—Increasing world 
trade calls for the development of interna- 
tional eae by Walter A. Kleinschrod, 
editor (Apr., 


p. 18). 
ood News and Bad News of Flexible Hours, 
The—Administrators face unique problems and 
opportunities; by William B. Werther, Jr., 
assistant professor of —— Arizona 
State University (Nov., p. 78 
Highway Emergency Kelcaten Paging—Service 
to reach motorists (A/Memo—July, p 


‘Human’ Management in a Mech walned Office 
—The dilemma of a manager caught between 
human relations and the efficiency of greater 
mechanization ; by Gerald L. Hershey, assistant 
professor, Department of Business Education 
and —, Indiana University (AMS 
Report—Apr. 81). 

If a Don't "dose Attitude Isn't the Problem 
—What Is?—Error Factor Analysis and Re- 
duction can help find out; by William Exton, 
C.M.C. (AMS Report—June, p. 67). 

‘I'm OK—You're OK‘ Management Approach, 
The—tTransactional analysis in training; by 
Joan Zaffarano, associate editor (Sept., p. 30). 

Improving Communications Between Manage- 
ment and Computer Professionals—Mutual 
problems need open discussion so that or- 
ganizational goals can be met (EDPerspective 
—Jan., p. 14). 

Let's Hear It for the Work Ethic—There’s 
plenty of chance of success for those willing 
to pay the price; by Dr. DuPree Jordan, Jr., 
president, Jordan Enterprises Inc. (AMS Re- 
port—Nov., p. 67). 

Management Cares—But Do They Know It?— 
No, Because management doesn’t communicate 
its concern to employees; by Robert P. Levoy, 
a Practice Consultants (Quote— 

e 

ha ae Climbs the Decision Tree—A 
systems tool for validating future commit- 
ments; by Paul Mali, assistant professor of 
management, Graduate School of Business, 
raed of Hartford (AMS Report—Jan., 
p. 63). 

Management Must Seek Out Movers—Scien- 
tific selection of achievers; by Charles K. 
Rudman, soe cag Klein Institute for Apti- 
tude Evaluation (Quote—Jan., p. 88). 

Management Qualities— Aggression tempered 
with tact: by Ed Kallman, former executive 
vice president, Stationery and Office Equip- 
ment Board of Trade (Quote—May, p. 96). 

Selecting a Management Consultant—Who, 
why and how; by a ag” - Lederer, C.M.C. 
(AMS Report—Aug. “a 

Technology Is Not e ‘Limitin Factor—Busi- 
ness as usual is; by Michael Michaelis, senior 
consultant, Arthur D. Little Inc. (Quote— 
Aug., P. 84). 


DECEMBER 1973 


Ten Commandments of Upper Level Recruit- 
ing, The—How to hire the right man; by 
William E. Root, professional recruiter, The 
Executive Suite (AMS Report—Sept., p. 61). 

‘Tis the Season for Yuletide Graft—uh, 
Pardon—Gifts—A survey of current corporate 
practices regarding gift giving and receiv- 
ing; by Dwayne Meisner (Dec., p. 22). 

Three-Day Work Week—Being tested in Chi- 
cago (A/Memo—June, p. 89). 

Transfer Expense Policy Survey—General 
agreement on basics only (AMS Report—Sept., 
Pp. 64). 

Trends & Forecasts '73: The aaa Man- 
ager—He’s changing (Jan., p. 

Trial Marriages in Hiring a re 
on the way; by O. William Battalia, president, 
me Lotz & Associates (Quote—Mar., p. 


, Future Makes ye | a Night- 
mare—Unpredictable influences environ- 
mentalists, government, consumers and others 
are the problem; by Bert Vorchheimer, presi- 
dent, Bert Vorchheimer & Associates (Quote— 
Mar., p. 94). 

What Rivne Outstanding Executives— 
Challenge, opportunity, ——s concern for 
problems (A/Memo—Aug., 83). 

Working with Education "Profitable for busi- 
ness; by Elmer Winters, president, Manpower 
Inc. (Quote—Nov., p. 102). 


Miscellaneous 


Association News 


(Arranged alphabetically 
by organization name) 


AMS International Conference Set for May 
20-23—-Program ‘and features of ane Con- 
ference (AMS Report—Mar., p. 59). 

AMS International Goutecens Agenda—Pro- 
gram and highlights of 54th Conference (AMS 
Report—Apr., p. 85). 

AMS Names 28 a C.A.M.s—Successful 
candidates for certification (AMS Report— 
July, p. 70). 

Atlanta: City of Diversity—Site of AMS 
ee Conference (AMS Report—Mar., 


> Ghonging Administrative Styles Keynote 

MS Program—Highlight of conference on 
Stow to Run a Better Office’ (AMS Reports 
—Nov., p. 74). 


DPMA parisien Next Month—Highlights of 
program and list of exhibitors (May, p. 74). 

January Symposium Launches New Micro- 
film Group—First — activity of OMMA 
(AMS Report—Nov., p. 73). 

Leffingwell Management Award—AMS recog- 
nition to Joseph W. Gawthrop, vice president, 
Pilot Life Insurance Co. (AMS Report—Aug., 


. 64). 

New AMS International Officers—Pictures 
(AMS Report—July, p. 72). 

Microfilm Conference Next Month—High- 
lights of annual conference of the National 
Microfilm Association and list of exhibitors 
(Mar., p. 68). 

New Association for Microfilm Managers— 
Office Microfilm Managers Assn. to be 
launched (Editorial—Nov., p. 23). 


Other Miscellaneous 


Anti-Trust Decrees—Computer Industry Assn. 
endorses bill to increase public and court par- 
ticipation (A/Memo—July, p. 87). 

Art and Business—Hidden social advantages 
in purchase of art; by Albert Landry, art 
consultant, Nabis Fine Arts Inc. (Quote—July, 


p. 88). 

Banks Must Educate Consumers to Electronic 
Money Management—Americans are ready for 
the cashless society, must be taught to ac- 
cept it; by Dr, Sidney J. Levy, vice presi- 
dent, Social Research Inc. (Quote—Mar., p. 94). 

Borrow an Idea from the Airlines—Non- 
smoking section for management conferences 
(Editorial—July, p. 13). 

Facts and Forecasts—Assorted statistics from 
Sperry Univac Review (A/Memo—Nov., p. 


Market eo it be checked? 
(A/Memo—Aug., 83). 

Let's Not Aaeye Blame the Business Schools 
—Other factors are responsible for unsuccessful 
business employees, too; by Jeannette L. Bely, 
subchairman, Education Department, Bernard 
Baruch College (Quote—Feb., p. 94). 

Letters to A/M—M onthly correspondence 
section: All issues, p. 

Make Profits Benefit * seatety—Covernment 
should establish incentives and constraints ; 
by John Diebold, The Diebold Group Inc. 
(Quote—May, p. 96). 

Mancgement Measure of Microfilm, The— 
Report on comparison of A/M surveys in 
1970 and 1973 on attitudes toward microfilm. 
(Mar., p. 32). 

Paper Shortage Creates Government Crisis— 


ga are running low (A/Memo—Apr., p. 


) 

Protectionist Trade Policy for U.S. > 
puter Industry? No—Computer industry 
one of few which can help to rebuild U. : 
balance of trade; by C. W. Spangle, executive 
vice president, Honeywell Inc. (Quote—Feb., 


p. 94). 

You're Either Wrong or You're Right—There 
are two sides to any situation; by Dr. Charles 
L. Lapp, professor of marketing, Washington 
University (AMS Report—May, p. 60). 


Office Environment 


(Office design, furnishings, maintenance) 


Acoustical Privacy: Key to Successful Of- 
fice Planning—Methods of achieving acoustical 
control; by Charles Cumpston, associate edi- 
tor (July, p. 16). 

Advancing the ‘art of Landscaping—New par- 
tition implements . open plan (Office of 
the Year—June, p. 38). 

Computer Security Needs a Common Sense 
Approach—How to prevent or minimize op- 
erating perils such as physical attacks, floods 
and fires, frauds and embezzlements; by Belden 
Menkus, featured contributor (Mar., p. 28). 

Designing the Sears Tower From the Inside 
Out—The newest world’s tallest building of- 
fers up some administrative challenges; (Dec., 
p. 24). 

How to Look for a New Corporate Home— 
See what’s available, decide and negotiate 
carefully; by — Hayden, featured con- 
tributor (May, p. 18). 

Mercedes Invents Its Own Landscaping Solu- 
tions—With no ready answers from others, 
the firm designed its own furnishings, plant- 
ters, and ge rine egy — system 
(Office of the Year—Apr., 22). 

Multi-Modular Offices Win ’ First Award— 
E. R. Squibb Headquarters, an 11-module com- 
plex in a campus-like setting incorporates 
many designs and gael innovations (Of- 
fice of the Year—Mar., p. 21). 

New Illumination Methods Emphasize Hu- 
man Resources and Energy Savings—IES recom- 
mendations (Oct., p. 98). 

New Ways to Improve Office Lighting— 
Planned system increases speed, accuracy, pro- 
duction and comfort; by James F. Finn, com- 
mercial a, a Detroit Edison 
Co., (Sept., p. 26). 

Now Floors Are Flexible Throughout the 
Office—Removable floors join with demount- 
able partitions and modular coffered ceiling 
3 a — flexibility in space use 

an., p. 

Office P What Works Best Where? 
—How to select; by Joan Zaffarano, manag- 
ing editor (Nov., p. 37). 

"Offices of the Year’ for 1972—A/M’s an- 
nual selection: First Award winner, E. R, 
Squibb Headquarters, Lawrenceville, N. J. 
(Mar., p. 21); Award of Merit winners, Mer- 
cedes-Benz of North America, Montvale, N. J. 
(Apr., p. 22) and Pittsburgh National Bank, 
Pittsburgh, Pa. (Apr., p. 25) ; Honorable Men- 
tion winners, S. S. Kresge, Troy, Mich. (July, 
p. 46), Chemical Bank, N. Y. (May, p. 54) 
and General Telephone of California (June, 
p. 38). 

Offices Should Be Virile—But U. S. office 
buildings go too far; by Sam _ Stephenson, 
Stephenson, Gibney and Associates (Quote— 
June, p. 90). 

Outside Service Companies—Providing in- 
creased share of corporate security (A/Memo— 
Sept., p. 109). 

Partitions and Screens Gain Acceptance— 
They save space and provide privacy; by 
Charles Cumpston, assistant editor (Tools of 
the Office—Jan., p. 3 

‘Personal Touches’ Show Chem Bank's Con- 
cern for Employees—A ‘humanized’ environ- 
ment in the heart of New York’s crowded fi- 
— district (Office of the Year—May, p. 
54 


Hesston Ahead for Office Disasters—How to 
protect personnel and property; by John E. 
Davis, director, Defense Civil Preparedness 
Agency (AMS Report—July, p. 69). 

Practicality of Using Solar Energy, The—To 

tested in office building (A/Memo—Oct., 
p. 101). 

Service Core '‘Silo' Permits Unobstructed 
Floors—New 30-story tower provides great 
work-area flexibility with each department 
permitted to do its own planning (Office of 
the Year—Apr., p. 25). 

Space Without Sprawl—Modular plan for 
ao — quadrangles (Office of the Year 
—dJuly, p. 46 

Ten Flee 4 Steps to Reduce Computer 
Fraud—Protecting computer from unauthorized 
use (Oct., p. 27). 

12 ays to Save on Maintenance—Direct 
and indirect ways to cut custodial costs; by 
Edwin B. Feldman, mgm Service Engi- 
neering Aencoiniee (June, p. 30). 

What to Do When the Lights Go Out... 
—How to cope with office building emergen- 
cies; by Dwayne Meisner, assistant editor 
(May, p. 17). 
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“White Noise’ Masks Office Sound—Are you 
ready for it? hag ep p 

Why There Are On « & = Offices of the 
Year’ ‘This Time Around—Not enough innova- 
tive ideas (Editorial—Mar., p. 19). 


Office Equipment 
Machine, Supplies Furniture 


(See also Data Processing, Office Environment 
Systems Improvement, Telecommunications and 
Word Processing) 


Active File Microfilm System—Cuts retrieval 
time, storage space (Systems in Action— 
Nov., p. 98). 

Automated Typing Systems Move the Words 
Out Faster—Market survey of available equip- 
ment; by Charles Cumpston, associate editor 
(“Word Processing Management’’—June, p. 
41 


Better Form for Better Systems—Overview 
of business forms market; by Dwayne Meisner, 
assistant editor (Tools of the Office—Nov., 
p. 47). 

Calculators ‘73: Many ‘Best Bets' in the 

m—Survey of the market with chart com- 
paring more than 200 models; by Joan Zaf- 
farano, associate editor (Tools of the Office 
—Feb., p. 30). 

Control Boards Keep the Work Clearly in 
Focus—Panel devices provide management with 
visual evidence of project status (Mar., p. 
44). 

Decade of Microfilm—The seventies; by 
Dick Miller, vice president, marketing, Bell & 
Howell Business Equipment Group (Quote— 
Nov., p. 102). 

Dictating a features for ef- 
fective wordflow (‘‘Word Processing Manage- 
ment’’—Apr., p. 55). 

Different Arrangement of Letters A—Rear- 
ranged typewriter increases speed (A/Memo— 
Feb., p. 93). 

Directory of Sources | for Record-Keeping 
Supplies and quip d suppliers 
(May, p. 48). 

Exports of Business Machines—1972 shows 
increase (A/Memo—Aug., p. 83). 

Facilities Management Comes to Copying, 
annual highlight featuring pullout spec chart, 
by Richard E, Hanson, Copying a In- 
stitute (Tools of the Office—Dec. -, p. 30). 

Funny Thing Happened to Carbon Paper on 
the Way to Its Renaissance—It’s —— back 
but in short supply (Editorial—Feb., p. 19). 

How to Cost Out Microfilm—Difficuit, but 
a mistake can wreck the budget; by Belden 
Menkus, featured contributor (May, p. 87). 

Leasing Versus Buying Office Equipment— 
Report on AMS Toronto Chapter survey (AMS 


Report—Apr., p. 88). 

Management Briefing on New Microfilm 
Tools, A—Portable, battery-powered, longer 
bulb life and lots more (Tools of the Office— 
July, p. 28). 

Management Measures of Microfilm, The— 
Report on comparison of A/M surveys in 
1970 and 1973 on attitudes toward microfilm. 
(Mar., p. 32). 

Managers Concerned with Buying Office Ma- 
chines—Reports survey by Buyers Laboratory 
Inc. on how a equipment should last (A/ 
Memo—Mar., 93). 

Microfilm: What You Get is What You See— 
Survey of equipment available; by Joan Zaf- 
farano, associate editor (Tools ‘of the Office— 
July, p. 19). 

New Accounting Systems: They Grow As 
You Do—Market survey of accounting and 
bookkeeping machines and systems; by Joan 
Zaffarano, associate editor (Tools of the Of- 
fice—Mar., p. 35). 

New Files, Old Files—The many ways to 
store paper (Tools of the Office—May, p. 30). 

New Microfilming Method—625 book pages 
on single sheet (A/Memo—Jan., p. 87). 

Office Equipment News—Monthly new prod- 
ucts section: (Jan., p. 78); (Feb., p. 79); 
(Mar., p. 79); (Apr., p. 91); (May, p. 81); 
(June, p. 75); (July, p. 75); (Aug., p. 69); 
(Sept., p. a ; (Oct., p. 99); (Nov., p. 87); 


(Dec., p. 
Security Demands _ In- 


‘Paper Explosion’ 
crease Office Shredder Use—Available types; 
by George Arthur, assistant editor (Nov., p. 


). 

Paper gy TR aa rag affected ; 
prices will jump (A/Memo—Sept., 109). 

Preprogrammable and Proqremunable Cal- 
culators—How six managers use them (Aug., 


p. 53). 

negeg Paper—Use is increasing (A/Memo 
—Jan., p. 8 

Shopping the "Used' Market—Rebuilt equip- 
ment for a WP center when budget is lim- 
ited; by Charles Cumpston, assistant editor 
(Feb., p. 48). 

Videocassettes for Training—Pepsi finds 
them effective for bottlers (July, p. 56). 

What Do We Write On When We Run Out 
of Paper?—An examination of the growing 
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shortage; by Walter A. Kleinschrod, editor 
(Aug., p. 18). 

With COM, More than Meets the Eye— 
Microfilm replaces bulky computer printouts 
and cuts costs (Jan., p. 38). 

Work Stations Move Into the Mainstream— 
What’s available; by Dwayne Meisner, as- 
sistant editor (Oct., p. 23). 

te On!l—New styles in writing instru- 
ments; by Dwayne Meisner, assistant editor 
(Sept., p. 81). 


Personnel 


Absenteeism Treated Carelessly—Survey in- 
dicates need for policies to curb unjustified 
absence (Editorial—Jan., p27). 

of Cubicl Who’s entitled to 
private space? (Personnel Problem Clinic— 
Jan., p. 12). 

Are Job Descriptions Worth the Hassle?— 
Yes, for several reasons (Personnel Problem 
Clinic—June, p. 12). 

Benefits of a Suggestion Program—Outweigh 
the drawbacks (Personnel Problem Clinic— 
Nov., p. 12). 

Better Education Demands Better Jobs— 
Survey indicates higher student expectations; 
by Louis J. Rodriguez, vice president for 
academic affairs, University of Texas at San 
Antonio (Quote—July, p. 88). 

Bonus Vs. Raise—The former is preferable to 
reward exceptional performance; by Saul W. 
Gellerman, president, anata Corpo- 
ration (Quote—Apr., p. 98). 

Career Apparel: New Fringe Benefit—‘‘Work 
clothes” gain acceptance in the office (Aug., 


p. 21). 

Checklist to Insure ‘Compatibility'—Temp 
firm uses pre-employment questionnaire to 
match employer and employee (June, p. 56). 

Collective Bargaining—Commission believes 
most ay a for labor relations (A/Memo 
—Jan., p. 87). 

College Tuition for Employees—How far 
should company go? (Personnel Problem Clinic 
—Aug., p. 12). 

Courses and Sources for Training—Descrip- 
tive list of specialized seminars (July, p. 60). 

Did She Quit or Was She Fired?—Boss sug- 
gested she go job hunting (Personnel Prob- 
lem Clinic—Feb., p. 12). 

Europe Tests New Personnel Policies—Higher 
fringe benefits, but lower salaries (Apr., p. 21). 

Female Employment—Women face job dis- 

crimination, oer work discrimination (A/Memo 
—Nov., p. 101) 
Me Should Regulate Computermen's 
Unions—Unionization and subsequent regula- 
tion inevitable without better practices; by 
Dick H. Brandon, president, a Applied 
Systems Inc. (Quote—Jan., 88). 

Higher Wages Spur inovecend Productivity— 
You get what you pay for; by John A. Pat- 
ton, president, Patton Consultants Inc. (Quote 
—Sept., p. 110). 

Hiring Discrimination—We are too credential- 
oriented; by William H. Brown III, chairman, 
U. S. Equal Opportunity Commission (Quote— 
May, p. 96). 

How Avco Inventories Employee's Skills— 
System depends on organization and good data 
retrieval; by Ronald A. Bridges, systems super- 
visor, Avco Precision Products (Nov., p. 33). 

How's Your QWL?—Need for more than 
salary to keep workers happy (Editorial—Aug., 


p. 17). 

‘Human Factor’ Trade-Off with Work Sta- 
tion Efficiency, The—Research on balance be- 
tween employee’s sense of worth and the ma- 
chine environment; by Charles Cumpston, as- 
sociate editor (May, p. 14). 

Ignore the Number Two Man—You’ll be sor- 
ry; excerpt from Bravely, Bravely in Business 
by Richard Canarroe (June, p. 16). 

I just Got a Raise! Great or Is 1#?—Salary 
increases must relate to cost of living; by Dr. 
Earl F. Davis and Dr. Martin Tummins, as- 
sociate professor and professor of accounting, 
University of Georgia (AMS Report—May, 


p. 57). 

In Job Interviewing, State Specific Subject 
Area, Then Listen—the ‘‘get acquainted” tech- 
nique has advantages; by Byron L. Svetlik, 
director of psychological research services, Case 
Western he University, (AMS Report— 
Aug., p. 

Is It Foie. to Fire Her?— Secretary has 60% 
absence rate, with company 23 years (Person- 
nel Problem Clinie—July, p. 48). 

Is It Spying?—-When boss wants to be posted 
on office gossip (Personnel Problem Clinic— 
May, p. 10) 

Job chiead—~Code word for efforts to 
combat specialization; by Leonard R. Sayles, 
professor, Columbia University (Quote—Sept., 


p. 110). 

Job Enrichment for WP Center Employees— 
How to broaden employee’s responsibility and 
involvement (Word Processing—Jan., p. 58). 

Job Performance Appraisals—Should be sep- 
arated from Salary review discussions (Per- 
sonnel Problem Clinic—Sept., p. 12). 

Large Income Disparities—Government re- 
ports they continue between men and women 
(A/Memo—Feb., p. 93). 


Making Temporary Assignment Work—Things 
to do to ease the situation for both temporary 
and employer; by Belden Menkus, featured 
contributor (Feb., p. 23). 

Married Women—More than half worked in 
1971 (A/Memo—Oct., p. 101). 

Maternity Benefits Too Low—May be settled 
by court = (Personnel Problem Clinic— 

et., p. 

New Aids A More Effective Training—Organi- 
+ ~ key to cost/effective program 

uly, p. 55). 

Nine Out of 10 Firms Use Temporary Serv- 
ices—AMS Westchester Chapter survey report 
(AMS Report—June, p. 70). 

Older People Make Fine Temps—Several rea- 
sons; by Elmer H. Maack, president, Mature 
Temps Inc. (Quote—Oct., p. 102). 

Organizing White Collar Workers—Unprec- 
edented numbers being unionized (Editorial— 
May, p. 13). 

Overtime Pay for Stand-by Employees—Un- 
der some conditions, they’re waiting, not work- 
ing (Personnel Problem Clinic—Apr., p. 10). 

Overtime Players Fool Themselves—Time and 
energy investment is reminiscent of slavery; 
by William Penzer, president, W. N. Penzer 
Associates (Quote—June, p. 90). 

People Sharing: Making Life Easier for Temps 
—Making best and fullest use of temporary 
help; by Belden Menkus, feature contributor 
(Jan., p. 29). 

Performance Appraisals Are Not the Best 
Way—Management by objectives is preferable; 
by James D. Conant, Department of Man- 
— California State University (Quote— 

., D> 4 

Personnel Practices: A New Demeanor:— 
How business can cope with civil rights com- 
pliance regulations, by William H. Holley, 
Jr., and William N. Ledbetter, or (Ala.) 
Univ. (AMS Report—Dec. p. 79). 

Personnel Problem Clinic—Monthly Q/A 
column by Paul A. King. Topics include: 
allotment of cubicles; separation of smokers; 
poor employee letter writing; same lawyer 
prosecuting and defending in different stages 
of discrimination case; court costs in garnish- 
ment. (Jan., p. 12). 

. « What constitutes firing; protecting 
against theft by outsiders (Feb., p. 10). 

. . Unhappy secretaries; service pins for 
long employment; value of orientation ses- 
sions for new employees; discrimination 
against non-citizen (Mar., p. 14). 

. . . Overtime pay for stand-by employees; 
different answers from different insurance 
claim people; use of company’s address for 
personal mail; is telephone diagnosis ‘‘doc- 
tor’s care’?; finding a communications ex- 
pert; should employees be requested to sup- 
port legislation; can employer query where 
applicant learned foreign language; OSHA 
publications (April, p. 12). 

. Is posting boss on gossip ‘“‘spying”’ 
legal obligation to pay accumulated sick va lll : 
time off for death of family member; cost of 
hospital coverage; do unions hamper efforts 
to change jobs (May, p. 10). 

. . . Are job descriptions worthwhile; best 
time for family to move when child involved 
(June, p. 12). 

. . . Excess absence of long-term employee; 
holidays ; should employees know salary ranges 
(July, p. 48). 

. . Reimbursing employee’s college tuition; 
replacement of clothes damaged by company 
pen; executives flying on same flight; in- 
correct parking (Aug., p. 12). 

. Scheduling job performance appraisals ; 
discharge for marijuana use; the tempera- 
mental employee; religious belief and Satur- 
day work; should sales staff wear union cam- 
paign buttons; how to locate Federal agencies 
(Sept., p. 12). 

= Maternity benefits; voluntary resig- 
nations; early Friday closing; need for at- 
torney at OSHA hearing; carry-over vacation 
time; electric coffee brewers in the office; in- 
subordination ; Equal Employment Opportunity 
Act (Oct., p. 10). 

ee Suggestion programs; insurability of 
dependents ; not enough women computer spe- 
cialists ; selling to co-workers (Nov., p. 12). 

. . Employee wears too much make-up ; a 
“Best Girl of the Month” employee contest; 
monitoring employee’s personal telephone calls ; 
employee wage garnishment (Dec., p. 12). 

Personnel Trends ‘73: Will the Executive 
Go AWOL?—Innovative ways jobs can be 
made interesting enough to motivate employ- 
ees to stay on the job; by Paul A. King (Jan., 
p. 20). 

Practical Scheme That Motivates People, A— 
How to build a planned motivational model 
to arrive at a “best fit’? among company ob- 
jectives, employee needs and job conditions; 
by Paul Mali, assistant professor of man- 
agement, Graduate School of Business, Uni- 
versity of Hartford (Mar., p. 64). 

Private Pension System—Needs reform and 
regulation; by Jacob Javits, U. S. Senator 
(R.-N. Y.) (Quote—Sept., p. 110). 


"Retiring Room' for Females—Labor Dept. re- 
quirement (A/Memo—Oct., p. 101). 

Routine Jobs—Fill them with workers who 
love.them; by Jo Ann Menkus, director, Edu- 
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cational and Occupational Information Service 
(Quote—July, p 

Salary Sey: Know What You're Paying 
For, The—Types of surveys and how con- 
ducted; by Thomas L. Freas, salary admin- 
istrator, = Steel Corp. (AMS Report— 

uly, p. 

Secretaries Want to Be Part of the Action— 
Not overpaid “gophers” (Personnel Problem 
Clinic—Mar., p. 14). 

Secretary’ 's Place is Not Tied to Boss' Job— 
WP/Administrative support concepts od her 
a career (Word Processing—July, p, 50). 

View from ‘The Secretarial Ghetto’, A—‘‘Of- 
fice politics” like ‘‘sexual politics” is a ques- 
tion of power; by Mary Kathleen Benet (Nov., 


p. 24). 
Welfare and Pension Plan Disclosure Act— 
New regulations adopted (A/Memo—May, p. 


5 

When It's Your First Time to Negotiate 
with Labor—How to retain the initiative and 
control the outcome; by Frank P. Doyle (Feb., 


p. 20). 

Women Still Barred—From the executive 
suite (A/Memo—Apr., p. 97). 

Workday Benefits Show Mixed Pattern—Re- 
port on survey by a Atlanta Chapter (AMS 
Report—Apr., oe & 

Workers Prefer er study con- 
firms a © Pp. 

Your Own Wage/Salary Guidelines—How to 
conduct and use a wage/salary survey (AMS 
Report—Feb., p. 74) 


Self-Management 


Are You Seeing Salesmen More and Enjoy- 
ing It Less?—How to make sales calls profitable 
and fun; by Donald L. Pagels, F. H. Langsen- 
kamp Co. (AMS Report—Apr., p. 84). 

Degrees No Clue to Managerial Talent— 
Actual practice is essential; by Sterling Liv- 
9g president, Sterling ‘Institute (Quote— 

an., Pp. ie 

Employee Discharge a Disaster—Should be 
reserved for the most serious offenses ; by Paul 
Pigors and Charles A. Myers, Massachusetts 
Institute of Technology (Quote—Apr., p. 98). 

Executive Health Programs—Detect early 
warning signals a high-stress management 
people (July, p. 18). 

Executive j¥ Market—Off to a strong start; 
= should set a record (A/Memo—Mar., p. 


Learning to Dictate and Liking It—Tips on 
using equipment best (Apr., p. 70). 

Recruiting Services Expand for International 

rade—U.S. and foreign firms need more man- 
agers (A/Memo—Nov., p. 101). 

Set High Goals That Mean Something —The 
can determine success; Excerpt from soe, 
Bravely in Business by Richard R. Canarroe 
(Feb., p. 14). 

So You're Chairman—useful practices in 
conducting meetings ; by Robert Rew, financial 
and ogg vice president, AMS (AMS 
Report—Dec., 77). 

Telling the Whole Truth in Business Takes 
Guts—It pays, but few do it; excerpt from 
Bravely, Bravely in Business by Richard R. 
Canarroe (Sept., p. 94). 

Want to Be a Leader?—Be where the in- 
formation is; by K. Tim Hostiuck, associate 
professor of management, General Motors In- 
stitute (Quote—Apr., p. 98). 

Why You Never Have Enough Time—Dele- 
aa is the answer (AMS Report—May, p 


Systems Improvement 


Copying and Duplicating 


GagterSaned Billing Trims Record Keeping, 
Reduces Misfiles—Also saves = age adds flexi- 
bility (Systems in Action—Oct., p. 82). 

rowth of Office Copying—Slowing down 
(A/Memo—Aug., p. 83). 

How Copiers Team Up with Other Machines 
for Better Results—Combinations can save 
time and money; by a = Hanson, fea- 
tured contributor (June, 80). 

New Copier/Duplicator Fills ‘Rush’ Orders— 
Keeping up with constant demand for short- 
run printing (Systems in Action—Jan., p. 48). 


Mail-Handling Systems 


Canadian Postal Code—Like zip code using 
numerals and letters (A/Memo—May, p. 95). 

Keep Those Cards and Letters Going Ouf— 
New equipment for volume mailing; by 
Dwayne Meisner, assistant editor (Tools of 
the Office—Aug., p. 26). 


Record-Keeping 


Better Record Keeping From Objectives to 
Working Manual—Overall discussion of records 
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management; by Jessie L. Clark and Gloria 
Wilkes, Paperwork Systems (May, p. 19). 

Effective, Do-It-Yourself Filing System, An— 
Groundrules and tips; by Jack R. Searles, di- 
rector of administrative _— on 
Information Services (Sept 72). 

Keep Your Archives i a Public Service Li- 
brary—For inactive, but valuable, records; 
by Paul T. Jackson, archival consultant, Re- 
corded Sound Research (Oct., p. 55). 

Office Move—ideal Time to Reorganize Rec- 
ords, An—The chance to update records man- 
agement techniques and to improve admin- 
istrative service functions; by Jesse L. Clarke 
and Gloria Wilkes, president and vice presi- 
dent, Paperwork Systems, Newton, Mass. 
(Mar., p. 30). 

Offshore Keypunching Saves on Labor Costs— 
Datatron processes on Jamaica, saves 70% 
(May, p. 62). 

Programmed System Moves Giant Com- 
pany's Supply Larder—Purchasing, storing and 
supplying $4.1 million worth of printed paper 
a year (Jan., p. 46). 


Systems Improvement—Other 


Automated Forms Management—Saves mon- 
ey, cuts inventory space (Systems in Action— 
Sept., p. 68). 

Everyone Out of the Pool—Decentralized, 
automated typing system increases produc- 
tivity and morale (Oct., p. 46). 

Files Help Speed Phone Repair—Electronic 
units speed trunk record delivery ama p. 85). 

Microfiche ee System Allows Quicker 
Inquiry P sag —- 
inquiry (Systems 9 7 ee 48). 

Systems Contract: Big Plan for Controlling 
Small Supplies, The—How to save money while 
assuring smooth flow of office supplies; by 

J. Kiser, office manager, Huntington (W. 
Vai) Alloys. (AMS Report—Feb., p. 71). 

With COM, More than Meets the Eye—Micro- 
film replaces bulky computer printouts and 
euts costs (Jan., p. 38). 

Under-One-Minute Facsimile—Soon to be mar- 
keted (A/Memo—Oct., p. 101) 


Telecommunications 


All Those Expensive Buttons On Your Phone— 
How to select the right telephone equipment ; 
by Frank K. Griesinger, contributing editor 
(Apr., p. 28). 

Auxiliary Phone Features Answer Special 
Needs—For flexibility and efficiency ; by Frank 
a Griesinger, contributing editor (May, p. 


76). 

Controlling the Use of WATS—limiting 
WATS “unlimited” long distance service; by 
Frank K. Griesinger (Dec., p. 26). 

Controlling Those Mounting Message Unit 
Charges—How to handle restrictions on phone 
use; by Frank K. Griesinger (June, p. 34). 

Customer we Harms Phone System— 
Cases cited in A.T.&T. report to F.C.C. (A/ 
Memo—July, p. 87). 

Data Communication Firms Can Give More 
Diversified Services at Lower Cost—New car- 
riers for long distance communications (EDPer- 
spective—Feb., p. 12). 

Data Transmission Devices—New equipment 
to solve telecommunication problems; by Joan 
Zaffrano, associate editor (Tools of the Office 
—Apr., p. 35). 

How to Read a Tariff—It pays to under- 
stand your contract with the phone com- 
pany; by ~~ Griesinger, contributing edi- 
tor (Feb., 24). 

tafereem) Posies Systems Give Efficient Inter- 
nal Communications—How to pick the right 
system (Feb., p. 27). 

Is Centrex Right For You—Assessment of 
— _ cons; by Frank K. Griesinger (Aug., 


P- Mroking the Most of og Units—Foreign 
exchange or Centrex can help; by Frank K. 
Griesinger, featured contributor (Sept., p. 87). 

Many Advantages of Owning Your Own 
Phone System, e—Equipment highly com- 
petitive in pricing and technology; by Joan 
Zaffarano, oe editor, (Tools of the 


Office—Oct., p. 28). 
Private Telephone System an Advantage— 
Restaurant equipment manufacturer saves 


$12,000 in ten years and —gog plus serv- 
ice (Systems in Action—Apr., p. 49). 

Private Telephone System Yields Savings— 
Outdoor Media Inc.’s decision to go the “in- 
terconnect route” resulted in a sophisticated 
communications system, at considerable sav- 
ings (Systems in Action Dec., p. 90). 

Selecting a PBX Supplier—Leasing is best; 
checklist of considerations (Oct., p. 32). 

Tariff Amendments—RCA Global Communica- 
tions proposals (A/Memo—Jan., p. 87 

Telephone Tips—Reminders for employees 
cut costs (Systems in Action—Apr., p. 50). 

Whys and Wherefores of WATS, The—Sav- 
ings possible, but careful control a must; by 
Frank K. Griesinger, featured contributor 
(Oct., p. 26). 


Word Processing 


Air Canada Accents Productivity But Keeps 
It Simple—Case history of one company’s 
experiences in introducing a word processing 
system; by Reg Little, Supervisor, Central 
Office Services, Air ew (“Word Processing 
Management”’—Feb., 45). 

Analyzing the Raleigh Approach—A cri- 
tique.... by Jean L. Stevenson, vice president, 
Office Management Systems Corp. (‘“Word 
Processing Management’’—Aug., p. 44). 

Automated Typewriters Update—a review of 
developments in the industry since June 
(“Word Pr Ma t”’—Dec., p. 26).. 

Changing to a More Rational Soles of 
Office Procedures—Companies must go all the 
way in converting to WP (Word Processing— 
Feb., p. 66). 

Computers Advance the Art of Text Editing 
—Make it an easier job and save money; by 
Steven J. Austreich, computer word processing 
center supervisor, Law Department, Port Au- 
thority of New York and New Jersey (AMS 
Report—Nov., p. 71). 

Eastern's One-Room Work Sunken Sein 
all three WP elements (Nov., p. 54). 

‘Human Side’ of Word Processing, The— 
People an —— element in WP revolu- 
tion (Oct., p. 39). 

Imagi native Forms Quicken Letter Output— 
Establishing a WP center; by Mrs. Lorraine 
Constandi, word processing manager, Ameri- 
can Heart Association (June p. 58). 

Implementing Your WP/AS System—Use ac- 
pg —- techniques (Word Processing— 

ept 70). 

Most. ‘Dictating Training Stops When You 
Learn What the Buttons Do.—Training to im- 
prove dictation skills is just as important 
(Word Processing—Mar. p. ). 

New Word Processing Magazine—Bi-monthly 
publication of Word Processing World an- 
nounced (Editorial—Oct., p. 19). 

Office Explosion, An—A/M report on word 
processing triggered a revolution (Editorial— 
June, p. 25). 

Organizational Progress With WP—Keeping 
png the “a of the art (Word Processing 
—May, DP. 

Shopping the ‘Used’ Market—Rebuilt equip- 
ment for a WP center when budget is limited ; 
by Charles Cumpston, assistant editor (Feb., 


p. 48). 

‘Traditional’ Managers Losing Ground—New 
leaders are fighting for the transition to a 
new WP organization (Word Processing—Apr., 


p. 74). 

WP Center Improves Daily Operation—In a 
city redevelopment agency (Apr., p. 72). 

WP Center Produces 500 Letters Each Day 
—And this is only the beginning at the First 
National Bank of Miami (Mar., p. 76). 

WP—Phase II: Setting Type for the Printer— 
Rapid advances in photocomposition technology 
make it possible to set type in your WP fa- 
cility, by Belden Menkus, consultant (Dec., p. 


What It Took to Get Raleigh's WP Center 
Going—A free IBM WP study was the start; 
by J. L. Mercer, assistant city manager for 
programming and budgeting, Raleigh, N. C. 
— Processing Management”—Aug., p. 
35 


Word Processing to Save Billions in Letter 
Writing Costs—Dictaphone VP gives the sta- 
tistics (A/Memo—Mar., p. 93). 
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available in reprint and photocopy 
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the following rates— 

Articles appearing on one or two 
published pages—$1. Article ap- 
pearing on three or four published 
pages—$2. Additional published 
pages—25 cents each. Lower rates 
apply on quantity orders. Address 
inquiries and orders to Reprint De- 
partment, Administrative Manage- 
ment, 51 Madison Ave., New York. 
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